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Overview 

History 

For over twenty years, the Los Angeles County Board of Supervisors (Board) has 

charged County departments to provide employment opportunities for youth, 

especially emancipated foster youth, and provide them with valuable work 

experience so that they may become the next generation of career County 

employees.   

 

While some County departments have ready-made employment opportunities 

for emancipated foster youth, others found training opportunities difficult to 

identify.  The Department of Children and Family Services, and the Internal 

Services Department have developed a number of guidelines and processes 

that facilitate career opportunities and growth for emancipated foster youth 

and other at-risk youth.  Their work and successes with Career Development 

Interns have been instrumental in developing these guidelines. 

 

On January 7, 2014, on recommendation as submitted by Supervisors 

Antonovich and Molina, the Board directed all Department Heads to identify 

and fill at least one budgeted, vacant position that may be practicably filled 

with a Career Development Intern; and directed the Director of Personnel, in 

consultation with the Director of Children and Family Services, to produce and 

distribute guidelines for departments to use in order to orient and train incoming 

Career Development Interns who are entering the workplace. 

Mission 

The mission of the Countywide Career Development Intern Program is to expose 

youth to career opportunities within the County of Los Angeles, and assist them 

in gaining the skills and knowledge necessary to compete for full-time budgeted 

positions.  

Career Development Interns are hired to assist experienced journey-level 

workers in a variety of training assignments of typically 12 to 24 months varying in 

duration based on individual training requirements, and department financial 

capabilities.  At the conclusion of the assignment, the intern should be able to 

qualify for a permanent County position. 
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Objectives 

By the conclusion of the internship, the department will have a motivated, 

trained, and qualified employee capable of obtaining an entry-level position 

within the department.   

 

Career Development Interns will grow into a future with the County of  

Los Angeles as employed, engaged, and contributing citizens.  During the 

course of the internship, interns will launch their County careers.  Additionally, 

the intern will be provided life skills training and tools in order to be productive 

and fiscally responsible members of the community. 

 

Who are Career Development Interns? 

 They are emancipated foster youth who are at least 18 years old. 

 

 They have currently enrolled in, completed, or have current or past eligibility 

for the Department of Children and Family Services’ and Probation 

Department’s Independent Living Program, or current enrollment in the 

Department of Public Works’ and Probation Department’s Youth Opportunity 

Program. 

 

 They have individual life, education, and employment experiences.  Some 

have worked for a few years; others have never had a job.  Some are quiet; 

others are extroverted.  Each intern has skills and gifts unique to herself or 

himself. 

 

 They receive a structured 12 to 24 month on-the-job training assignment in 

preparation for successful progression into a specific occupational field.   

Interns can be part-time or full-time.  If the intern works part-time, the 

assignment is pro-rated to assure the intern has full exposure to the training 

available, but not to exceed 24 months. 

 

 They receive technical job training in office support/clerical work, 

informational technology support, skilled crafts support, or operational 

support. 

 

 They receive guidance/mentoring on workplace behaviors and 

competencies, individual responsibilities, and development of occupational 

skill sets.  During training, interns are expected to develop and progressively 

increase skills and independence as they gain experience and proficiency in 

their occupation. 
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 At the conclusion of the internship, Career Development Interns will be able 

to apply for a permanent position in the County. 

 

Fiscal Impact on Departments 

Funding 

Participating County departments will hire and train Career Development 

Interns.  Should a department not have a Career Development Intern 

classification in its budget, the department will complete an Ordinance Position 

Authority form (see Appendices) and forward to the Chief Executive Office for 

approval.  Departments hiring Career Development Interns will enter them into 

the personnel system as “M items - Monthly Temporary Training” employees.  The 

“M” class allows temporary employees to receive benefits. 

Length of Internship 

The Career Development Internships can last from 12 to 24 months.  The 

difference in time is up to the department and its needs.  Variables include 

position funding, whether the assignment is full-time or part-time, and the 

amount of time required for the intern to complete training and be ready for 

placement in a permanent position.  

Costs 

The department will incur some costs in the development and training of Career 

Development Interns beyond the customary orientation and induction costs.  

These include – if the department elects, and resources and space allows – 

additional coaching, coordination and costs associated with the intern’s 

participation in Department of Children and Family Services and Internal 

Services Department structured training courses.  Please contact the Program 

Manager in Internal Services at (562) 940-2999 or the Volunteer Internship 

Manager in Department of Children and Family Services at (562) 345-6633 if you 

wish to receive additional information.   

 

Please note that there is a reference to Note 40 with Item No. 8250 Career 

Development Intern, which grants the Career Development Intern a 5.5% 

increase above the compensation provided for in Section 6.28.050 of this Code 

after 12 months, if their performance is rated as “Competent” or higher.   
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Career Development Intern Program Structure 

Roles and Responsibilities 

The Department  

Each department will identify and provide a specified number of budgeted 

classifications to be used as training slots.  Additionally, the department needs to 

determine the length of internship, – 12 versus 24 months, based upon 

department needs – establish its benchmarks for interns to ensure a successful 

transition to permanent employment, provide a listing of on-the-job instructions 

and work activities to be completed, and establish the performance level 

needed for each activity in order to advance. 

 

Prior to hiring an intern, the department will complete the Hiring and Status 

Reporting Form (see Appendix B), and if the department does not have a 

Career Development Intern classification in its budget, the department needs to 

complete an Ordinance Position Authority form (see Appendix A), and forward 

to the Chief Executive Office. 

  

Each department will need to assign a Career Intern Program Coordinator to 

track the intern’s progress, collect performance assessment forms, and provide 

orientation – as part of the regular orientation process – as to the specifics of the 

Career Development Intern Program within the department.  

 

A journey-level supervisor, capable of providing training, and demonstrating the 

support, patience, and empathy to work with emancipated youth is a critical 

role in ensuring the success of an intern.  Interns should also be paired with an 

on-the-job coach who will serve as a guide and a resource for the Career 

Development Intern and assist in the areas of character building, work ethic, 

customer service and various other career enrichment qualities.  The supervisor 

provides periodic appraisals assessing performance in departmental 

assignments (see Appendix E).  Departments with a few interns may assign the 

coordinator and coach roles to the interns’ supervisors for efficiency’s sake. 

 

While on-the-job skills-building classroom trainings are fundamental components 

of the Career Development Intern Program, frequent reviews and coaching are 

key factors, as well.  It is recommended that interns receive training in a variety 

of areas including work place etiquette, business ethics, conflict resolution and 

resume writing, or the department may contact the Program Manager in 

Internal Services at (562) 940-2999 or the Volunteer Internship Manager in 

Children and Family Services at (562) 345-6633 for additional information. 
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Department of Human Resources 

The Department of Human Resources (DHR) will coordinate guidelines, training 

and other reference materials for departments to use in order to orient and train 

incoming Career Development Interns.  DHR will administer open continuous 

Countywide examinations.   

DHR will also provide a Countywide coordinator to manage the Career 

Development Intern Program.  Questions regarding the Career Development 

Intern Program may be forwarded to DHR Executive Services at (213) 893-7810.   

Coaches 

The intern’s coach is a volunteer from within the hiring department who is 

interested in supporting and providing individual coaching to interns.  The coach 

has a professional, mentoring relationship with the intern assigned to her or to 

him.  Please refer to Appendices F and G for specific responsibilities and an 

optional Career Development Program Coach Application. 

The coach will meet with the intern on a regular basis to discuss his or her job 

performance, interests, abilities, limitations, needs and assistance in establishing 

goals and objectives.  The coach communicates in an open and honest 

manner with the intern, respectful of the intern’s confidentiality, and helps the 

intern avoid compromising situations.  In providing professional guidance to the 

intern, the coach assists in assuring that the intern observes all safety rules and 

regulations. 

 

During periodic meetings with the intern, the coach will check in with the intern 

to ensure that she or he enrolls in the suggested courses of related instruction as 

required. 

 

The coach will meet with the departmental Career Development Intern Program 

Coordinator on a regularly scheduled basis to discuss the Intern’s progress, and 

assure that all relevant training is provided.   

Interns 

Interns will be assigned work shifts, including evenings, nights or weekends, 

sometimes at various work locations.  Employees are required to be at their work 

areas and ready to work at their designated start time.  

 

In order to provide quality customer service to the public and other County 

departments, interns will conduct themselves in a professional, courteous and 
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efficient manner at all times.  They should interact appropriately with their co-

workers and the public, and present a proper positive image. 

 

The department should provide Career Development Interns classroom and  

on-the-job training on related subject matter in his or her craft or job field, such 

as keyboarding skills, computer software, safe use of hand and power tools, 

mathematical refresher courses, and reading comprehension.  Interns should be 

encouraged to take classes required to qualify for various exams and 

apprenticeship tests for their particular specialty.  On a monthly basis, interns 

should be encouraged to engage with their coach and their supervisor for 

mentoring and performance feedback. 

Career Development Intern Progress 

Employee Orientation 

Career Development Interns will receive the same comprehensive employee 

orientation as all new employees – including discussion of department-specific 

policies.  As many of the interns are new or recent arrivals to the workplace, it is 

recommended to take additional time in covering conduct and performance 

expectations in depth.  Some of these expectations may be new or unfamiliar to 

the intern, and the difference between workplace behavior and non-workplace 

behavior could be a new concept for her or for him. 

 

Orientation for the Career Development Intern lasts beyond one or two 

meetings.  The intern’s supervisor, manager, coach, and departmental Career 

Development Intern Program Coordinator should meet with the intern to follow 

through on information presented, discover areas where additional help in 

adapting to the new position is necessary, and reinforce learning to work in a 

professional, customer-centric environment.  Appendices H, I, and K refer to 

workplace policies, performance expectations, and office practices, and can 

serve as resources when orienting the intern. 

 

A checklist of areas to cover with the new intern should include:  

 Departmental Organizational Structure 

 Departmental Policies and Procedures 

 Dress Code Policy 

 Customer Service Standards 

 Confidentiality Policy 

 County Benefits 

 Timecard Policies and Procedures 
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 Pay Days 

 Work Hours 

 Departmental Overtime Policy 

 Time-Off Requests Policy 

 Training Schedule 

 Employee Safety Guidelines 

 Non-Discrimination Policy 

 Sexual Harassment Policy 

 Policy of Equity 

 Countywide Discipline Guidelines 

 Code of Conduct Policy 

 Workplace Violence/Threat Management Policy 

 Employee Safety Guidelines 

 Nepotism Policy 

 Cellular Phone Policy 

 County Identification Cards 

 New Employee Guide to Workers’ Compensation 

 Return to Work Program 

 Family Medical Leave Act 

 Reasonable Accommodations and the Interactive Process 

 Family School Partnership Act 

As part of the Career Development Internship, the new intern will be eligible for 

select County employee benefits including vacation, sick pay, health and 

dental insurance, and participation in the Pension Savings Plan.  Interns are “M” 

item employees, temporary employees in training paid on a monthly basis, and 

are eligible under Title 5 of the County Code to participate in its benefits plans.    

The department should assist the intern in enrolling in an appropriate plan, and 

should follow up with the intern during Life Skills training on using benefits 

correctly.  Questions regarding benefits for Career Development Interns can be 

answered by DHR Employee Benefits at (213) 388-9982.  

Employee Training and Development 

Life Skills 

In addition to establishing formal skills training for the interns, it is recommended 

that a component of Life Skills training be included.  Please note that not all 

Interns will require this component of training.  Many are young adults who 

already possess some of these skills. 
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However, for those that may need additional support, such training will assist in 

ensuring the success of the intern’s employment experience and transition to 

permanent status.  The Department of Children and Family Services has shared 

many resources that they have developed on these subjects.   Please refer to 

the appendices for these resources.   

The Departments of Children and Family Services and Internal Services schedule 

classes for Career Development Interns working for them regarding these life 

skills.  As classes are scheduled, the departmental Career Development Intern 

Program Coordinator should establish a working relationship with the Volunteer 

Internship Manager at the Department of Children and Family Services  

(562) 345-6633, or the Program Manager at Internal Services Division at  

(562) 940-2999, in order to check availability of these classes and whether the 

classes can take interns from other departments.  If these are not available, the 

reference guides and presentations found in the appendices will be useful 

reference for department personnel, as well at the County’s Learning Net, 

learningnet.lacounty.gov. 

Examination Preparation 

Before the end of the internship period, the Career Development Intern must 

successfully pass the relevant examination for a promotional position in order to 

become a permanent County employee.  The Department of Human Resources 

has eight Information Guides on their website that may be used for training 

purposes.  Hard copies of these are attached in Appendices J through Q.  A 

department may access them by the following method: 

 Visit http://hr.lacounty.gov. 

 Click on the Job Search link. 

 Go to Job Information Center. 

 Go to Employment Test Preparation System. 

 Click on Printable Hard-Copy Versions. 

Departments may utilize Information Guides best suited to train their Career 

Development Intern.   

In addition to the Information Guides, by following the above steps departments 

may also access Practice Tests that may be used for training purposes.  The 

following six tests may be downloaded and printed out: 

 Basic Arithmetic 

 Clerical 

 Data Interpretation Level 1 

http://hr.lacounty.gov/
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 Data Interpretation Level 2 

 Reading Comprehension 

 Written Expression 

The intern, his or her supervisor, his or her coach, and the departmental Career 

Development Intern Program Coordinator will work as a unit in order for the 

intern to have the best preparation for promotion and a permanent County 

position.  The experience and training over the internship period will help make 

the intern’s experience successful and satisfying. 
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